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JOKYMEHT MOAMVCAH
SNEKTPOHHOW NOAMNUCHIO

®OHJI OHEHOYHbBIX CPEACTB
y4eOHOU TUCIUTUTMHBI
OI1.06 JokymeHTaLMOHHOE O0ecniedeHne yIpaBJieHus:

JUISL CTYICHTOB

10 CTIEIMAIEHOCTH
40.02.04 IOpucnpyaeHuusi

r. XKykoBckuit, 2026r.



®onp oneHOYHBIX cpeacTB yueOHou auciuriuibl OI1.06 JlokymeHTalmoHHOe
obOecrnieueHue ympaBieHus pa3paboTaHa Ha OCHOBE (he1epalibHOTO TOCYAaPCTBEHHOTO
00pa3oBaTeILHOTO CTaHAapTa CpPeIHEero MnpodecCHOHANIBHOTO O0pa30BaHUS IO
cnenpanbHocT  40.02.04  IOpucnpyaenuns,  yrBepxaeHHoro  I[Ipukazom
MunucrepctBa npocseuieHus: Poccuiickoir @eneparuu ot «27» oktadps 2023 r. Ne
798 (manee - ®I'OC CIIO).

Opranuzanus ABTOHOMHAs HEKOMMepYecKas Opra’u3anus

pa3padoT4YMK: npodeccuoHanbHas obOpa3oBaTeiabHas opranuzanus «llepBbrit
akajeMudeckuil npodeccuoHanbHbid Kouiepxk» (AHO T10O
ITATIK)

Pa3paborunk: AxmenoBa 3yxpa McaeBHa — mpernojaBaTeidb JOKYMEHTAIMOHHOTO
obecnieueHus ynpasieHus, rpaxaanckuit mpouecc B8 AHO T100 ITATIK.

«PaccmoTpeno» Ha 3acenanuu [TIIK CrnenpanbHOCTEM COIManbHO-?KOHOMUYECKOTO U
rymanutapHoro npoduneit AHO [1OO ITAIIK «24» ¢espainsa 2026 r. mpoTokosn Ne7

ITpencenarens ITIK / Epmakos C.A.

«CorsacoBano»
Meroauct / ®uarosa JI.C. /




I ITacnopTt poHaA OLIEHOUYHBIX CPEACTB

®onp oneHouHbIX cpenctB (POC) pa3paboran Ha ocHOBe DenepalibHOTO TOCYIAPCTBEHHOTO
o0pa3oBaTeNILHOTO CTaHIapTa cpenHero mnpodeccuonansHoro obOpaszoBanus (OI'OC CIIO) mo

CIICHHUAJIbHOCTH

40.02.04  IOpucnpynenuus,

YTBEPKIEHHOTO

pukasoM  MuHHUCTEpCTBA

npocsemieHus Poccuiickoit ®enepanuu ot 27.10.2023 1. N 798 u B COOTBETCTBUU C paboueit
nporpamMmoit yaeono# nuctumumabl OI1.06 JJokyMeHTalmoHHOE 00ecTieueHUE YIPaBIICHUS.

®OC BKIWOYAET KOHTPOJIbHBIEC MaTepUuaJibl IJdA MNPOBCACHHUA TEKYHIICro KOHTPOJA H
l'lpOMe)KyTO‘lHOﬁ aTrreCcTanmu.

B pamMkax mporpamMmbl yaeOHOW JTUCIUTUTHHBI 00YUYaIOMIUMUCS OCBAUBAIOTCS CICAYIONIUE YMCHUS U

3HAHMUSL.
Kon 3HaHusA Ymenus
OK, IIK
OK 01, Tepmunonoruto B 06sactu [TprMeHsTh Ha IPAKTHKE
OK 02, JOKYMEHTAI[MOHHOTO O0ecreueHus roCy/1apCTBEHHbIE CTaHIaPThI,
OK 03, yIpaBJICHHUS; JIpyrue HOpMaTUBHO-METOJUYECKHE
OK 04, HopmaTtuBHbBIE JOKYMEHTHI, JIOKYMEHTBI, PErJIaMEHTUPYIOLINE
OK 05, pETIaMEeHTUPYIOIINE COCTABICHUE U OpraHu3aluio J0KyMEHTallHOHHOTO
OK 06, odpopmIIeHHE JOKYMEHTAIUU U MOPAJIOK €€ | 0OecriedeHusl yrpaBIeHUs;
OK 07, 00paboTKu; CocTaBisaTh U MPaBUIBHO 0()OPMIIATH
OK 08, [IpaBuna cocraBienus u opopmIIeHUs OCHOBHBIE BUJIBI.
OK 09, OpraHU3alMOHHO-PaCIOPAIUTEIbHBIX OpPraHn3alMOHHO-PACIOPSIUTEIbHBIX
IIK 1.2, JIOKYMEHTOB, BXOJSAIIUX B JIOKYMEHTOB;
IIK 1.3. YHUGDUITUPOBAHHYIO CUCTEMY Odopmasate nHpOpMaAITHOHHO-
OpraHu3alMOHHO-PACIOPSAAUTEIBHBIX CIPaBOYHYIO JOKYMEHTAIHIO;
JOKYMEHTOB, YHU(pUIIMpoBaHHYIO cucteMy | OQopMIIsaTh KaapoByIO
MEPBUYHOMN YUYETHOU JOKYMEHTAIlUU B JIOKYMEHTAIIHIO;
YacTH JOKyMEHTALUU IO y4eTy TpYJa; OdopMIATE NPEeTEH3MOHHO-CKOBYIO
[Topsinok mpoBeAeHUs 3KCIIEPTU3BI JOKYMEHTALUIO.
LIEHHOCTH JJOKYMEHTOB U IOJArOTOBKHU JI€J K
apXUBHOMY XpPaHEHHUIO.
TexHomnorutwo opranuzanuu
JOKYMEHTO000pOTa B OpraHU3alusix
(yupexieHusx).
2.  VYcaoBusi  aTTecTAMM:  IPOMEXYTOUHAass  aTTecTalus  MpoBOAUTCS B (opme

muhdepeHIUPOBAHHOTO 3a4eTa.

3ananus Aas (¢ depeHINPOBAHHOIO 3a4eTa
BriOepuTe BepHOe yTBep:KIeHUE

1. TpeboBanus K 0(OPMIIEHUIO OPTraHU3AIMOHHO-PACHOPSAUTENBHBIX TOKYMEHTOB YCTaHABIIMBAET
I'OCT P 6.30 - 2003
2. B mpunoxenun k 'OCT P 6.30 - 2003 nanb! 06pa31sl 6J1aHKOB JOKYMEHTOB

3. B opranuszammu Mo YCMOTPEHHUIO PYKOBOJCTBa JIOJDKHA OBITh pa3paboTaHa HHIUBUAyaIbHAS
MHCTPYKLUS IO JIENONPOU3BOJACTBY
4. Oprasu3alniOHHO-TIPaBOBBIE JOKYMEHTHI, KaK IIPaBUIIO, MOUIEKAT YTBEPKICHHUIO
5. B oprann3animoHHO-TIpaBOBbIE TOKYMEHTBI MOKHO BHOCUTH U3MEHEHUS
Bri0epuTte npaBuJIbHBIH OTBET.
K kaxmomy 3aaHuIo 1aHbl 3 BapuaHTa OTBETA, U3 KOTOPHIX TOJIBKO OJIMH BepHBIN. B Onanke oTBETOB
MIOCTaBbTE 1101 HOMEPOM 3a/1aHus OyKBY OTBETa, KOTOPBINA Ha Balll B3TJISA SBJSETCS MPABUIBHBIM.

1. B cocTaB opraHn3aliiOHHO-IIPAaBOBBIX JOKYMEHTOB HE BXOJMT...




a) yCcTaB OpraHu3anuu

0) mTaTHOE pacnucaHue

B) IIpHUKa3

2. Kakue pacniopsauTenbHble JOKyMEHThI MOXKeET n3niaBath IIpesunent Poccuiickoii deneparnun?
a) YKa3bl

0) pacropsuKeHUs

B) [IOCTAHOBJICHUSI

3. JIoKHOCTHASI MHCTPYKLUS COTPYIHUKA.

a) MOJICKUT YTBEPKACHUIO

0) HEe yTBepKIaeTCs

B) YTBEPKJIAETCs 110 YCMOTPEHHUIO PYKOBOIUTEIS

4. Kakoil HOpMaTUBHBII TOKYyMEHT ONpeesisieT 00A3aHHOCTH COTPYAHUKA?
a) llIratHoe pacniucanue

0) YcraB npeanpusaTus

B) JloJKHOCTHASI HHCTPYKLUS

5. TunoBbIe JOKYMEHTHI HOCAT ... XapaKTeP

a) 00s3aTeNbHBIN

0) peKOMEH1aTeIbHBIN

B) 03HAKOMUTEIIHHBIN

6. B xakom maziexe GopMyITHUpYETCs 3ar0J0BOK K TEKCTY JOJIKHOCTHOW UHCTPYKITUH ?
a) B UMEHUTEIILHOM

0) B pOAUTEIIEHOM

B) B IIPEIOKHOM

7. Kako¥ JOKYMEHT HE SIBJISETCS pa3HOBUIHOCTHIO KOTIUU?

a) YepHOBUK

0) oTITyCK

B) ITyOnuKar

8. JIoKkyMeHT, BbIJaBA€MbIil B3aMEH YTEPSIHHOTO ¥ UMEIOIINI CUITY MOIJTMHHUKA, Ha3bIBAETCS.
a) KOTus

0) oTIycK

B) IyOauKar

9. JlokyMeHT, OKOHYATEIHbHO O(POPMIICHHBINA U MOAMMCAHHBIN, HA3bIBACTCH. ..
a) TIOJTMHHUK

0) oTIycK

B) IyOauKar

10. VI3meHeHus U JOTIOTHEHUS B JOJDKHOCTHYIO HHCTPYKIIUIO BHOCSTCSL.

a) TOKJIaTHOM 3amuCcKOn

0) MPUKa30M PYKOBOIUTEIS

B) CIIPaBKOM COTJIacOBAaHUs

TeopeTnyeckune BOMPOCHI

1. Yro mpencrasnser coboit OnaHk noKymeHTa?

2. Kakue BUbI pacniosioskeHusl peKBU3UTOB Brl 3HaeTe?

3. Kakue pekBU3UTHI BXOJAT B cocTaB oOiiero Oi1aHka?

4. Kakue peKBU3UTHI BXOJAT B COCTAB OJIaHKa JUIsI TUceM?

5. Kak popmynupyercs 3aroinoBoK K TEKCTY JOKyMeHTa?

6. Kakue s7eMeHTHI BKITIOYAIOTCSI B COCTaB PEKBU3UTA «aJpecaT»?

7. CKOJBKO aApecOB MAKCUMAIbHO MOYXHO MIOMECTUTh Ha OJHOM JIOKYMEHTE?
8. Kakue sneMeHThI BXOAST B COCTaB rpuda coraacoBaHus?

9. Kakue s1eMeHTHI BXOJST B COCTaB rpuda yTBEpKIACHUS?

10. Kakue sneMeHThl B pEKBU3HUTE IOJANKUCHY JOJDKHA 3aTparuBaTh nevyaTh?



Bri0epute BepHOe yTBepiKieHHe

1. CirysxeOHOE T0JIe JOKYMEHTA MPEHA3HAUCHO JUTSl HAHECEHUS CIISIIHAIbHBIX N300pakeHUI

2. IloCTOSIHHBIN PEKBU3UT - PEKBU3UT, HAHECEHHBIN IPU U3rOTOBJIEHUU OJIaHKA

3. [lepeMeHHBII pEKBU3UT HAHOCUTCSI IIPU COCTABJIEHUU JOKYMEHTA

4. JIeBoe 110J1€ MOKET OBITh YBETUYEHO

5. CrpaHu1pl JOKYMEHTa MOXKHO HyMEpPOBaTh Ha HU)KHEM I10JI€ JIMCTa

6. YCTaHOBIICHO JIBa BapHAHTa PACIIOJIOKCHHS PEKBU3UTOB Ha OJaHKaX

7. Ha Gnankax oopmIIsieTcst TOJIBKO MepBast CTPaHHUIIA JOKYMEHTOB

8. PexBu3urhl OnaHka opraHuzauuu cyobekra P® MOXHO OQOPMHUTH TOJBKO HA HALMOHAIBHOM
SI3BIKE

9. Ha Onanke MOXXHO TOMECTHTh COKpAIICHHOE Ha3BaHWE OpraHU3alMH, JaKe €CIIM OHO He
3aKpeIyIeHo B Y CcTaBe 3TOM opraHu3aluuu

10. JIokyMEHT HE MOKET COoJIepKaTh O0Jiee YETHIPEX aIPecaToOB

11. JlIokyMEHT MOXKET OBITh YTBEP KJIEH J0KHOCTHBIM JINLIOM

12. B KoHIIE 3arojI0BKa K TEKCTY IOKYMEHTa TOUKa HE CTaBUTCS

13. K nokymenTam, opopMiIeHHBIM Ha popmaTe AS, 3aroJIoBOK K TEKCTY HE COCTaBIISETCS

14. Tekct nokymeHnTa Ha ¢popmare A4 odopmiiseTcs yepe3 moJITopa UHTepBaJia

15. TekcT noKyMeHTa MOKET ObITh MPECTaBIIEH B (opMe TaOINLIBI

16. KonnyecTBO IMCTOB B MPUJIOKEHNHN K TEKCTY HE YKa3bIBAECTCS

17. B pacumdpoBke MOAMUCH HHUIIMATIBI BCETIa CTOSIT 10 (haMUTTUU

18. JlokyMeHTbI (UHAHCOBOTO XapaKTepa MOT'YT UMEThb JIBE MOIIUCH

19.0tmeTka 00 HCMOTHEHUH JOKYMEHTa IMPOCTABJSIETCS B JIEBOM HHKHEM YTy TMEPBOTO JIHCTA
JOKYMEHTa

20.0TMeTKa 0 NOCTYIUIEHUH MPOCTABIISETCS TONBKO Ha MPUCHUIAEMBIX (BXOAAIIMX) JOKYMEHTaX

BriGepuTe npaBuiIbHBIN OTBET.

1. JIuctel HyMepyrOTCSl.

a) MmocepeHe HIKHEro MOJIs JINCTa

0) mocepeMHE BEPXHETO IMOJIS JINCTA

B) B [IPaBOM BE€pPXHEM YTy

2. Hymeparus ctpanui] opopMIIsIoT Tak.

a) 25

0) -25-

B) cTp.25

3. CKOJIBKO CYIIECTBYET MOJIOKEHUHN TaOysiTopa

a) 6

0) 8

B) 4

4. Ot HyIEBOTO MOJOXKEHUS Ta0yasITOpa 0(POPMIISIOT.
a) HAMMEHOBAHUE BUIa JJOKYMEHTa

0) agpecar

B) rpu( yTBEPKICHUS

5. Kakum vHTEpBaIOM OTAEISAIOT APYT OT Ipyra peKBU3UTHI TP 0POPMIICHUN JOKYMEHTA Ha
¢dopmare A4?

a) OAMHAPHBIM

0) TBOMHBIM

B) TPOWHBIM

6. Kakoif pekBU3UT HE BXOIUT B cOCTaB OjaHKa mucbMa?
a) crpaBOYHbIC JaHHBIE 00 OpraHU3aIuH

0) MECTO M3/IaHHS

B) CCBLJIKA HA HOMEP U JATy BXOJSIIEr0 JOKyMEHTa

7. JOMKHOCTHOM OJIaHK SIBIISIETCS Pa3HOBHUIHOCTHIO



a) obOmero OaHkKa

0) OiaHka muchbMa

B) OJJaHK KOHKPETHOTO BHUJA JOKYMEHTA

8. MosXeT JIn MUHUCTP TOIHUCATh TOKYMEHT, 0(pOPMIICHHBIH Ha TOJDKHOCTHOM OJIaHKE
3aMECTHUTENS] MUHUCTpA?

a) MOXET

0) HE MOXET

B) IO YKEJIAHHUIO

9. PexBU3HUT «CTIpaBOYHBIC JaHHBIE 00 OpraHU3aum» 0(POPMIIIIOT
a) TOJBKO Ha OJIaHKaX MUchbMa

0) Ha Bcex OyraHKax

B) TOJIbKO Ha OJIaHKE KOHKPETHOTO BHJIa JOKYMEHTa

10. Ha 6nanke cyobekToB PD pexBU3UTHI 0(DOPMIISIOTCS:

a) TOJIBKO Ha PYCCKOM SI3bIKE

0) TOIBKO HA HAITMOHAIBHOM SI3BIKE

B) Ha JIBYX SI3bIKaX: PYCCKOM M HAIIMOHATLHOM

11. Jata nokymenTa oopmiIsieTcs:

a) 23.12.2010

0) 23.X11.2009

B) 23.12.10

12. ITpu agpecoBaHUU TOHKHOCTHOMY JIUIY MHUIUAJIBI CTaBSIT. ..
a) 1o haMuIIuu

6) nmocine paMuInu

B) 110 YCMOTPEHHIO CeKpeTaps

13. MecTo u3naHust AOKyMeHTa 0(OpMITIETCS TakK

a) r.Kocrpoma

6) Koctpoma

B) rop. Koctpoma

14. City>xeOHOE TTHCBMO MOKET COJIEpKaTh He OoJiee

a) 4eThIpeX aIpecaToB

0) IBYX aJipecaToB

B) TPEX aJIpecaTtoB

15. 3arosoBOK K TEKCTY COCTaBJISETCS K JOKYMEHTaM, O(pOPMIICHHBIM.
a) Ha ¢popmare A4

0) Ha popmare AS

B) Ha J1r000M opmare

Kpurtepun ouenku nu¢pepeHuupyemoro 3avera

Onenka «5» - «OTJIMYHO» BBICTABISIETCS OOyYaloOMIeMyCs, €CIH JAEMOHCTPUPYIOTCS
BCECTOpPOHHEE, CHCTEMaTH4YecKkoe U TIIIyOOKOe 3HaHHWe Y4eOHOro MPOrpaMMHOrO MaTepuana,
CaMOCTOSITENILHO BHITIOJHUBIIHMA BCE MPETYyCMOTPEHHBIE TPOTPaMMOii 3ajaHHsl, TITyOOKO YCBOMBIIHIA
OCHOBHYIO U JIOTIOJIHUTENbHYIO JTUTEPATYPy, PEKOMEHAOBAHHYIO IPOTPaMMOM, aKTUBHO pabOTaBIIUit
Ha TMPAKTUYECKUX 3aHATHIX, Pa30MpAIOLIUIiCS B OCHOBHBIX HAYYHBIX KOHIEMIUSAX MO H3ydaeMOu
TUCHUIUTMHE, TPOSBUBIIMKA TBOPYECKHE CHOCOOHOCTH M HAy4YHBIH MOAXOJ B TOHUMAHUH U
M3NI0KEHUH Y4eOHOTO MIPOrPaMMHOTO MaTepuma, OTBET OTJIMYAeTCsi OOTraTCTBOM M TOYHOCTHIO
HCIIOJIb30BAHHBIX TEPMUHOB, MaTE€pPUaJl U3JIAraeTcs MOCIEN0BATEIBHO U JIOTUYHO.

Onenka «4» - «XOpOIIO» BBICTABISETCS OOyYaloIIeMyCs, €CIU JIEMOHCTPUPYIOTCS
JOCTaTOYHO TIOJHOE 3HAHHE Y4eOHO-NPOTPaMMHOTO MaTepuana, He JIOMYCKaloIUid B OTBETE
CYILIECTBEHHBIX HETOUYHOCTEM, CAMOCTOSATEIBHO BBITIOJHUBIINN BCE MPEILYCMOTPEHHBIE TPOTPAMMO
3aJaHUsl, YCBOUBILUMN OCHOBHYKO JIUTEPATYPY, PEKOMEHIOBAHHYIO MPOrpaMMOM, AaAKTHUBHO
paboTaBIINII HA MPAKTUYECKUX 3aHATHIX, MOKA3aBIIMA CHCTEMAaTHYECKHI XapakTep 3HaHUU 10
TUCIUIUTAHE, TOCTATOYHBIN s NajbHeiel yueOrl, a Takske CHOCOOHOCTh K MX CAaMOCTOSITEIEHOMY



MOIIOJTHCHHUIO.

Onenka  «3» -  «yJIOBIIETBOPUTEIHHO»  BBICTAaBISiETCS  OOydaromemycs,  €cliu
JEMOHCTPUPYIOTCSL 3HaHUSI OCHOBHOTO Y4€OHO-IIPOTPAMMHOTO MaTepuasia B 00béMe, HE0OOX0MMOM
JUIsL TabHENIIel yueObl U MpeICTosIe padoThl 1o npodeccuu, He OTINYABLINICS aKTUBHOCTHIO Ha
IIPAKTUYECKUX  3aHATHUSAX, CAMOCTOSATEIBHO  BBINOJIHMBIIMM  OCHOBHBIE  IIPEAYCMOTPECHHBIC
IIPOrpaMMOM 3a/IaHMsI, OJHAKO JOIYCTHBUIMM IMOTPEHIHOCTH IPH MX BBINOJHEHUM M B OTBETE Ha
9K3aMeHe, HO O0JIaJalouIii HEOOXOAMMBIMH 3HAHUSMH JUISL YCTPaHEHHUS MOJ PYKOBOJICTBOM
IIpernoiaBatelis HauboJee CylIeCTBEHHBIX IIOTPEIIHOCTEH.

Onenka «2» -  «HEYIOBJIETBOPUTEIBHO»  BBICTABIIETCA  OOydarolIEMycCsl,  €cCld
oOHapyXUBAIOTCS POOETHl B 3HAHUSAX WM OTCYTCTBHE 3HAHMH 110 3HAYUTEIBHON YacTH OCHOBHOTO
y4eOHO-TIPOTPAaMMHOTO  MaTepHajja, HE BBIIOJHHUBIIEMY CaMOCTOSITENIFHO IPEIyCMOTPEHHBIC
MPOrpaMMOl OCHOBHBIE 3aJlaHUsl, JONYCTHUBILIEMY MpPHUHIMINAIbHBIE OIIMOKM B BBIIIOJHEHUU
MPEIyCMOTPEHHBIX MpPOTpaMMON  3a/JaHuii, HEe OTpabOTaBIIEMY OCHOBHbBIE MPAKTUYECKUE,
CEMHUHApCKUe, J1abopaTopHbIE 3aHATHS, JIOMYCKAIOLIEMYy CYIIECTBEHHbIE OIIMOKM INpPU OTBETE, U
KOTOPBI HE MOXKET MPOJOJIKUTh 00Y4YE€HHE WM MPUCTYMUTh K MPOPECCUOHAIBHON JesITeNbHOCTH
0€3 TONOJHUTENIbHBIX 3aHIATUH IO COOTBETCTBYIOIIEH TUCIUILINHE.

[IpakTnueckas padora Nel

HaumenoBanue pabotsl: «CoctaBiieHue u oGopMIIeHHE pa3IMYHbIX BUJOB OJaHKOB)

lenn paboThl COBEPUICHCTBOBAHME HABBIKOB COCTAaBJICHHS U OQOPMIICHHUS JOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSMU

3ananue 1. Haueprture Ha miotHoOM Oymare (BatmaH) (opmara A4, B macmtade 1:1, popmynsapsl
YIJI0BOTO M MPOJOJBHOTO OJAaHKOB C yKa3aHHEM HOMEpPOB DPEKBU3UTOB Ha JIMIEBOW CTOpPOHE, a
HaWMEHOBAHUI PEKBU3UTOB - HA 00OPOTHOM.

3amanne 2. Odopmure MakeT ONaHKa NHChMa (YTJIOBOE pAacCMOJIOKCHHE PEKBU3UTOB IIITaMIia
omanka):0OAO «MocTtopry.

CrnpaBounsie nanHble 00 opranu3anuu: Mocksa, 131564, KpacHonpecHeHnckas Hao. , 15;

tenerpad: Mocropr; tenedon: 265-45-51 .

P 1 ¢ N2 53780 B Kpacnonpecnenckom dunraie MockoBCKOTro komMepueckoro 6anka, MOO
26894, xon OKIIO 985623, OI'PH 345123789023, MTHH/KIIII

4500583453/02387560.

3ananue 3. Odopmure makeT OnaHka nuchbMa (MPOAOIBHOE PACIOJIOKEHHE PEKBH3UTOB IITaMIIA
OJ1aHKa), COCTaBUB CaMOCTOSITEIbHO HEOOXOIUMbIE PEKBU3UTHI.

3ananue 4. Odopmure MakeT ONaHKa KOHKPETHOTO BHJA JOKYMEHTa (IpHKa3za) C YIJIOBBIM
pacroIO’)KEHUEM PEKBU3UTOB: TOBAapHBIM 3HAaK WM HMOjema mpeAnpustus (Mo Bamiemy
yemotpennio) AO «bepeskay, mpukas, Jata mpukasa u ero Homep, r. KoHcTaHTHHOBCK.

3amanue 5. Ogopmute MakeT OlaHKa KOHKPETHOTO BHJA JOKYMEHTa (MPOTOKOJA) C MPOAOIHHBIM
pacnonoxxenueM pekBusuToB: OAO «['A3», mpoTokon, Aara 3acefaHus, HOMEp MPOTOKOJa, T.
HoBomockoBck.

3amanue 6. OcdopMure Maker OnaHKa IOJDKHOCTHOTO JuIa (M3p Ballero ropoja), COCTaBUB
HE0OX0IUMBbIE PEKBU3HUTHI.

ITpaktnyeckas padora Ne2

HaumenoBanue pabotsl: «OdopmieHre ocHOBHbBIX pekBU3UTOB B cooTBeTcTBUU ¢ ['OCT P 6.30-
2003»

Ilenn pa®oOTHI: COBEPIIEHCTBOBAHHE HABBIKOB COCTABJIEHUS U OQOPMIIEHHUS JIOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMHU

3ananue 1. OdopMuTE PEKBU3UT «aJpecary:

a) (h1aroBBIM CIIOCOOOM:

1. MunucTepcTBO 10 HanoraMm u cobopam HauanbHuk otnena miuanuposanust KpacHos B. U.

2. Jupextop OO0 «OpbuTta-cepsucy» Cokomnos B. @. 125789, r. CmoneHck, y 1. LlenTpanbnas, 28.
3. Yyrynosa T.[. , 123456, Mocksa, yn. ABTo3aBojckas, A. 23, kB. 12;



0) LIEHTPUPOBAHHBIM CTIOCOOOM:

4. BOpOHEXKCKHH TrocynapcTBeHHBbIH YyHHBepcHTeT MDakyabTeT >XYpHATUCTHKH 3aB.Kadeapoii
npogeccop Bszemckuii B. B.

5. oxymeHT HanpasisieTcs B 1Ba afpeca: 1) AO «bensiii Berep» I'enepanbhbiil tupekrop JXKykos M.
W.; 2) mpubopocTpoutenbHblii 3aBox «Inekrpon» Otaen mapkerunra Cr. menemxep JI. D.
Coxkonoaa.

3amanue 2. Odopmure Tpud YTBEPKICHHS:

a) (aroBeIM criocoboMm:

1. YrBepxnato upexrop 000 «Jlakmuna» B. A. Tumodees «15 » mapta 2010 rona.

2. VrBepxaeno [Iporokon 3aceqanust Cosera qupextopoB N212 ot 23 mapra 2010 rona.

0) IIEHTPUPOBAHHBIM CIIOCOOOM:

3. Y1Bepxkaeno Pemenne obmiero coopanus akiponepoB N207 ot 12 mast 2010 rona.

4. JIokyMeHT yTBEp>KJIeH JABYMS JOJKHOCTHBIMU JIUIIAMU:

1) YrBepxknato Hupexkrop AO «IIpoton» I'. U. bopucos « 12» anpens 2010 rona.

2) Yreepxnato upexkrop AO «Ksant» B.W.[lonros «13» anpens 2010 roaa.

3amanne 3. Odopmure Ha3zBaHHWE BHUJA JOKYMEHTAa M 3arojOBOK K TEKCTY 3TOTO JOKYMEHTa
LEHTPUPOBAHHBIM U (JIarOBbIM CIIOCOOAMHU, YIOTPEOUB HYKHBIN MaJeXK:

a) IPHUKa3 O BBEJICHUU UHCTPYKITUH TI0 MPOTUBOTIOKAPHOI O€30TaCHOCTH;

0) MPOTOKOJI O 3aceJaHUH COBETA MO MPO(UIAKTUKE TPABOHAPYIICHHUIA;

B) CIIpaBKa O COCTOSTHUM YCIIEBAEMOCTHU B y4eOHOM rpymime;

I') aKT 00 MHBEHTapHU3al[UK HAJTUYKS JEHEKHBIX CPEJICTB.

3ananue 4. OhopMuTe OTMETKY O HATMUUU TPUITOKEHHUS:

1. Ilpunoxxenue. Ha 2 5. B 4 3Kk3.

2. Ilpunoxxenue. ['ocynapcTBeHHas cucTeMa TOKYMEHTAIIMOHHOTO 00eCTIeueHUs yIpaBiIeHus, 3 9K3.
3. [Tpunoxenue

1. Ilman pacnpeneneHus 00yJaronuxcs mo ooObexTam Ha 3 J1. B 2 9K3.

2. OT4er o pacnpeaesieHnH o 00bEeKTaM Ha BpeMs TPOU3BOICTBEHHOM MPAKTHKH, B 2 3K3. Ha 3 JI.
3amanne 5. OpopmMuTe pEKBU3UT ITOAMUCHY. JIOKYMEHT MOAMMCHIBACT:

1. Iupexrop Jlenapramenra BHemHUX cBsizeil P.A.Epoxuna.

2. HagansHUK ClIeICTBEHHOT'O OT/IElNa, ITI0JIKOBHUK rocTunu B.B.UmpuH.

3. Hupexrop B. E. CemenoB u HauanbHUK ¢puHaHCcOBOTO yrpasienus S. O. KoponeB 3A0 «Dakemn.
4. Komuccus B cocrase : nmpeacenarens komrccuu [lonomapesa B J1., unensl komuccuun

[Toranos P. T. , CBupuaos P. B.

5. JIBa pyKOBOIUTEIIS paBHO3HAUHBIX AOJDKHOCTeH: HauanbHuK AenapTamenTa nHbopManuu

u nnieuatu MU la Poccun P. H. CrenanoB u JlupexTop nenapTaMeHTa Mo CBSA35SM ¢ 0OIECTBEHHOCTHIO
Muno6pazoBanus Poccuu JI. E. HoBuukos.

3ananue 6. Odbopmute rpud coriacoBaHus:

a) ¢1aroBbIM CIIOCOOOM:

1. CornacoBano upekrop BO «IIpoguntopr» K. A Ilepszes «10» anpens 2010 roga.

2. CormacoBano IIpotokon N!! O6 ot 23 mapra 2010 roma 3acemaHusi ITUKIOBON METOIUYECKOM
KOMHUCCHUU;

0) IEHTPUPOBAHHBIM CIIOCOOOM:

3. CornacoBano {upekrop bankosckoro komiemxa N2 45 M. A Moxos « 12» anpens 2010 rona.

4. CornacoBaHo Pemenne coOpanust TpyJaoBoro kojuiektusa ot 14 ampens 2010 roza.

IIpakTuyeckas pabora Ne3

HaumenoBanue pabotel: «CocraBieHue U 0(popMIICHHE OpraHU3alMOHHBIX TOKYMEHTOB

Ilenn pa®oThI: COBEPIIEHCTBOBAHHE HABBIKOB COCTAaBJIEHUS U OQOPMIIEHHS JIOKYMEHTOB B
COOTBETCTBUU C TPEOOBAHUSIMHU

3amanue 1. CocrtaBUTh ycTaB oOpraHu3aiuu (MPeanpusATHs) 000 OopraHU3alMOHHO-IIPABOBOM
(dopMBI 1O BarieMy BbIOODY.

3ananue 2. OGopMHUTH HA ycTaBe HEOOXOIUMbIE TTOANUCH U OTMETKH.



3ananue 3. CocTaBUTh I0JKHOCTHYIO MHCTPYKLIMIO IOPUCTA MIPEAIPUATHS.
3amanue 4. OGopMHUTH HA TODKHOCTHOM MHCTPYKIIMU HEOOXOIUMBIE TTOANNCH U OTMETKH

Kputepun oneHku 1Jis1 BHINOJTHEHUS NPAKTHYECKOH padoThl (MIPAKTHYeCKHUX 3aJaHUi):
OrneHka y4uTBIBa€T 3HAHUS YYEOHOTO MaTephalla, YCBOCHHE B3aWMOCBSI3HM OCHOBHBIX IOHSTHH,
YMEHHE OTBETUTh Ha JOTOJIHUTEIbHBIE BOIPOCHI, IOHUMAHUE B3aMMOCBSI3U MEXJy IMOKa3aTelsiMu
3a/1a4d, yMEHHE HAUTH MPABUWIBHBINA aITOPUTM PELICHUS.

OmneHka «5» - «OTIMYHO» BBICTABIISCTCS, €CIU OOYUYAIOMIMKCS UMEeT TIyOOKHe 3HaHHWS y4eOHOTro
MaTtepuaia o TeMe MpakTUYecKoi paboThl, MOKA3bIBAET YCBOCHUE B3aUMOCBSI31 OCHOBHBIX OHSITHH,
UCIOJIb3YEMBIX B pabOTe, CMOI OTBETUTh HAa BCE YTOYHSIOUIME M JIOTIOJHUTEIbHBIE BOIPOCHI.
OOyuaromuiics JAEMOHCTPUPYET 3HAHHUS TEOPETHUECKOIO0 M IPAKTHMUECKOIo Marepuaja I0 TeMe
MPaKTUYECKONH pabOThl, ONpeAesieT B3aUMOCBA3M MEXy MOKa3aTelsiMu 3aJaul, Ma€T MpaBUIbHBIN
QITOPUTM PELICHUS, ONPEeIsAeT MEXIUCIUIUTMHAPHBIE CBS3U M0 YCIOBUIO 3a/IaHUS.

OreHka «4» - «XOpOIIOY» BBICTABIISIETCS, €CIIM 00YJarONIUIiCs MoKa3aia 3HaHuEe yueOHOro Marepuana,
YCBOWJI OCHOBHYIO JINTEPATYPY, CMOTI' OTBETUTh MOYTH MOJHO Ha BCE 3aJaHHBIE JONOJHUTENbHbIE U
yTOYHSIOUIME BONpochl. O0yJaromuiicss 1eMOHCTPUPYET 3HAHUSA TEOPETHUUECKOTO U MPaKTHUYECKOTrO
MaTepuaga Mo TeMe NMpaKkTUYecKod paboThl, JOMYyCcKash HE3HAYUTENIbHbIE HETOYHOCTH MU PEIIEHUU
3a/a4, HMMesl HEMOJHOE IOHMMAaHWE MEXKJIUCIUIUIMHAPHBIX CBs3ed MpH NpPaBUILHOM BBIOOpE
aIrOpuTMa PEUICHUS 3a/1aHus.

Onenka «3» - «yIOBJIETBOPUTEIILHOY BBICTABJISETCS, €ClIU 0OyUJaroUIuiics B 1I€JIOM OCBOMJI MaTepHal
MIPaKTU4ECKON pabOThl, OTBETUII HE HA BCE YTOYHSIOUIUE U JIOTIOJHUTEIbHbIE BOIPOCHI.
OOyuaromuiicst 3aTpyAHSIETCS C TMPaBUIBHOW OIEHKOW MPEUIOKEHHON 3amaud, AT HEMOJTHBIN
OTBET, TPEOYIOIIMI HABOAAIIMX BOIPOCOB IMpENoJaBaTeisi, BbIOOp aJropuTMa pelIeHUs 3a/lauu
BO3MOXEH MPH HABOJSIIUX BOMPOCAaX MpernogaBaTess.

Onenka «2» - «HEYIOBJIETBOPUTEIBHO» BBICTABISETCS OOy4arolmeMycsi, €clid OH HMeeT
CYIIIECTBEHHBIC TPOOENBhl B 3HAHUAX OCHOBHOTO YYEOHOro Marepuajga MPaKTHIYeCKOW paboThI,
KOTOPBIM MOJTHOCTHIO HE PACKPBUI COJEp’KaHHWE BOMPOCOB, HE CMOT OTBETHTh HAa YTOUHSIOLIUE U
JOTIOTHUTENbHBIE BOMpOChl. OOyuaronuiicss AaéT HEBEPHYIO OLEHKY CUTYalluH, HEMpPaBHJIBHO
BBIOMPACT AJITOPUTM JCHCTBU.

Bonpocsl 11st yCTHOT0 onpoca

. VI3 xakux yacTeil COCTOMT TEKCT MpuKasza’?

. Kax ¢popmynupyercs 3aroioBok K npukazy?

. Kak ¢popmynupyroTcst myHKTHI prKaza’?

. Kakoit (hopmMynupoBKO#l 3aKaHUMBAETCS TEKCT MpHKa3a?

. Korna uznaercsa pacnopspkenue?

. Kak ¢popmynupyercs 3aroioBok K pacnopsiKeHU0?

. Kakumu cnoBamu HaunHaeTCst pacopsAUTENbHAS YaCTh PACIIOPSIKEHUs?
. Ha xakoMm Onanke opopmiisiercs pacnopsbkeHue?

. B xakux ciydasix uzmaercs ykazanue?

10. Kak hopmynupyercst 3aroJioBOK K yKa3aHHIO?

11. KakuMu cioBaMu MOKET HAUMHATHCSA PACHOPSIMTEIbHAS YaCTh YKa3aHUs !
12. Kaxoii (opMynupOoBKON 3aKaHUMBAETCS TEKCT yKa3aHHs?

O 00 1N DN B~ WK =

Kpurtepun popmMupoBanusi OEHKH 32 YCTHBIN OTBeT:

ITonHoTa W310KEHHS MaTepuaa, IPaBUIBHOE OIPEACICHUE OCHOBHBIX IIOHATHM, MOHHMAaHHE
MaTepuasia, 000CHOBAaHHOCTb CYXIECHUH, TOYHOCTb (HOPMYITUPOBOK, aJCKBATHOCTb NPHUMEHEHHS
TEPMUHOJIOTMH, IIOCIEA0BATEIBHOE U3JI0KEHUE MaTeprara.

Onenka «5 (OTIMYHO)» CTAaBUTCS, €CIM OOyUYalONIMHCA: MOJHO M apryMEHTHPOBAHO OTBEYAET IO
COJIepKaHUIO BOTIPOCa; 0OHAPYKUBAET IOHUMaHHUE MaTepHrasa

Onenka «4 (XOpoOILO)» CTAaBUTCS, €ClIM OOy4aroIIMiCs JaeT OTBET, YAOBIETBOPSIOIIMN TeM XKe
TpeOOBaHUAM, YTO U JUIS OLIEHKU «5», HO JlomyckaeT 1-2 ommOKu, KOTOpbIE CaM Ke UCTIPaBIISIET.



Onenka «3 (yIOBJIETBOPUTENIBHO)» CTaBUTCS, €CIM OOydaromwuiics OOHapy)KHMBaeT 3HAHUE W
[IOHMMAaHHE OCHOBHBIX T0JIOKEHUH TEMBI, HO: M3J1araeT MaTepua HEMOJIHO U JIOIIYCKAaeT HETOYHOCTU
B ONpEACICHUU TNOHATHH, HE yMEeT JOCTaTOYHO TIYOOKO W J0Ka3aTelbHO 0OOCHOBaTh CBOU
CYXJEHHUS W IPHUBECTH CBOU IPUMEPHI; M3JIaracT MarTepHasl HEINOCIEOBAaTEIbHO U JOIYyCKaeT
OIITNOKH.

Onenka «2 (HEYIOBJICTBOPUTEILHO)» CTaBUTCS, €CIIM OOYyJarOIIUKCS OOHApY)KHWBAaeT HE3HAHHE
OTBETAa HAa COOTBETCTBYIOIIEE 3a/JaHHe, JOMYCKAeT OMIMOKH B (OPMYIUPOBKE OIpPENCICHUN U
IIpaBUJI, UCKAXAIOIINE UX CMBICII, OECIIOPSII0UHO U HEYBEPEHHO U3JIaraeT MaTepual

BcraBbTe nponyuieHHbIe B TEKCTE CJI0BA.

1. Opranu3zaliMOHHO-PacHOPSAUTEIbHBIN JOKYMEHT — 3TO BUJ MMCbMEHHOTO JOKYMEHTAa, B KOTOPOM
(buKcHpYyIOTCS aIMUHUCTPATUBHBIX UM OpraHM3allMOHHBIX BOIPOCOB, a TakXe BOIPOCOB,
B3aUMO/JICHCTBUS, OOECHeUeHUsT U PEeryJupoBaHUs AESITEIbHOCTH OpPraHOB BIIACTH, YYPEXKICHUH,
MPEANPUATHI U OPraHU3aLNN, UX MOAPA3ACICHUN U TOJDKHOCTHBIX JIMII.

2. [TIlocraHoBneHMe — DO3TO IMPaBOBOM AaKT, TNPUHUMAEMbIH BBICIIUMH WM HEKOTOPHIMU
LEHTPAJIBbHBIMU OpraHaMH BJIACTH, JEHCTBYIOIIMMH Ha OCHOBE YIIPABJICHUS, B LEISIX Pa3pelieHus
HanboJee Ba)KHBIX U MPUHIUITNAIBHBIX 3a/1a4, CTOSIIINX

nepes JaHHBIMU OpraHaMu, U YCTaHOBJICHUS CTa0MIIBHBIX HOPM, MPaBUII

3. Pemenne — 23TO pacnopsSAMTENbHBIH JOKYMEHT, KOTOPBIM SBISIETCSA TPABOBBIM AaKTOM,
MIPUHUMAEMbIM BJIACTH.

4. PacnopskeHHe — 3TO YNPABJICHHS FOCYJaPCTBEHHOIO OpraHa, MMEIOIIMN BJIACTHBIM XapakTep,
W3/IaHHBIA B paMKaX IPUCBOEHHOTO JIOJDKHOCTHOMY JIMILY,

roCyJapCTBEHHOMY OPraHy KOMIIETEHIIMH, UMEIOIINNA CHITY JUIsl TPaXJaH U OpraHu3anui,

KOTOPBIM PacHOpsDKEHHUE aJPECOBAHO.

5. Ilpuka3z — 3T0 MPaBOBOM aAKT, M3AaBAEMbI OpraHU3alliy, IEUCTBYIONIECH HAa OCHOBE.

6. TekcT pacnopsSAUTEIBPHOTO JOKYMEHTA Yallle BCETO COCTOMUT U3 JIBYX B3aHMO3aBHCHMBIX YacTEH -
.

7. B 3aBUCMMOCTH OT BHJa TOKYMEHTa PACIIOPSIAUTENBHAS YaCTh HAYNHACTCS CIIOBAMMU:

B ITIOCTAHOBJICHWH;

— B PEILICHUY;

— B PacHOpsDKCHUH;

— B [IPUKAa3e.

8. PexkBM3UT «OTMETKAa O HAIUYMM IPHIOKEHUS» IIOCIE TEKCTa PaCHOPSIUTENBHOIO IAOKYMEHTA
CaMOCTOSITENIBHO.

9. TekcT pacnopsIUTEIbHOIO JOKYMEHTa JIOJDKEH HMMETh 3arojloBOK, KOTOPBIM (opmynupyercs B
HaJeKe.

10. IIpukassl u pacniopspKEHUs MOJIUCHIBACT WIN

11. IlocTaHOBIIEHUS U pPELICHUS UMEIOT JBE TIOJIUCH — M KOJUIETHAJIIBHOTO OPraHa.

12. PacnopsauTenbHble JOKYMEHTBI BCTYNIAIOT B CUIIy ¢ MOMEHTA UX WJIU JIOBEICHMS 10 CBEICHUS.

TecTrupoBanue o Kypcy

Tema: «cxoonvle nonamus 0e10npou3800cmea)
1./]enonpoussoocmeo — smo...
a) CHUCTEMa COCTAaBJIEHUS U XPaHEHUs JOKYMEHTOB;
0) 3anuce MH(OPMAIMK Ha Pa3IMYHBIX HOCUTEJISAX MO YCTAaHOBJICHHBIM NpaBUIIaM;
B) OTpacib JeSITeIbHOCTH, 00eCIIeUNBAOIasl JOKYMEHTUPOBAHNE H OPraHU3aLUI0 PabOThI €
ouIHaNTbHBIMU JOKYMEHTAMH.
2. Ilonamue «0OKymenmuposanuey - 3mo...
a) 3anuch UHGOpMauu U opopmiIeHHE JOKYMEHTA;
6) 3anucek MH(OPMAIMK HA PA3IMYHBIX HOCUTEIISX MO YCTAaHOBIICHHBIM IIpaBUIIaM;
B) XpaHEHHE IOKYMEHTa.



3. doxymenmoobopom — smo...

a) ycIoBHOE 0003HaYeHHUE, MPHCBAEMOE JOKYMEHTY B IIPOIECCe yUeTa M UCIOTHEHHUS;

0) JBIKEHUE JOKYMEHTOB B OpraHU3aIlMU C MOMEHTA WX CO3JIaHUS WM TIOJTYYCHHUS IO 3aBEPILICHUS
WCIIOJIHEHUS WIN OTIIPABJICHUS apecary;

B) OTpacib JEATEIbHOCTH, 00ECIICUNBAONIAsl JOKYMEHTHPOBAHHUE M OPraHU3alnI0 PabOThI C
OpUITMATEHBIMEA JOKyMEHTAMHU.

4. Opueunan 0oKkymeHma — 3mo ...

a) IEepBOHAYAJIBHBINA FK3EMILISAP TOKYMEHTA;

0) DK3EeMIUIp JOKYMEHTA, SBISIFOIIUIACS UCXOAHBIM MaTepUaIIOM |

B) BCE OTBETHI BEPHBI.

5.3axonvr P® denamcs na:

a) Yka3bl npe3uzieHTa u nocranoBieHus [IpasurenscTBa PD;

6) HopmaruBHbI€ aKThl (peepaTbHBIX OPraHOB UCTIOJTHUTEIBLHOM BIACTH

B) BCE OTBETHI BEPHBI.

6. Konus —smo ...

a) WACHTUYHOE, BOCIIPOU3BEACHNE MOIMHHNUKA, OCTAIOIIASICS B JIeNax MPeANpusiTUs, Kak IpaBuilo, He
3aBepseTCs MOJAMUCHIO0 JOHKHOCTHOTO JIHUIIA,;

0) HIEHTUYHOE, 3aBEPEHHOE JIOJKHOCTHBIM JIMIIOM BOCIIPOM3BE/ICHUE MOUIMHHUKA;

B) HET BEPHOI'O OTBETA.

7.Payuonansno opeanuzo8anHblli KOMNJIEKC 83AUMOCBA3AHHBIX OOKYMEHMO8, CO30AHHbIU N0 eOUHbIM
npasuiam u mpebo8aHusM U NPUMEHIEMbll 8 ONPeONeHHOU 001acmu 0esimeIbHOCIU, HA3bI8AION ...
a) CTaHIapTHU3alUCH;

0) yHUPHUITUPOBAHHOW CHCTEMOW JTOKYMEHTAIIUH;

B) KJIacCU(UKATOPOM YIpaBICHYCCKON JOKYMEHTAIINH.

8. Pexeuszum ooxymenma — smo...

a) 00s3aTenbHBIN 2JIeMEeHT 0(OpMIICHUSI O(UITHATTEHOTO JOKYMEHTA;

0) TOMeTKa, yKa3bIBaIOIasi Ha 0COOBIN XapaKTep;

B) YCJIOBHOE 0003Ha4YeHUE, MPUCBAEMOE JJOKYMEHTY B IIpoliecce yueTa (perucTpaiun) | UCTIOTHEHUS.
9. Cmanoapmul opeanusayuil 8 Poccuu mocym paspabameieamocs u npumeHsAmscsi OpeaHu3ayusamu 6
CeOVIOUUX CTYUASX:

a) Ui oOecrieueHus UCI0JIb30BaHUS HA IPEANPUATHIX TeXHHUEeCKUX periiameHToB PO, 'OCT P,
I'OCT, mexayHapoJHBIX, HALIMOHAJIBHBIX CTAH/IAPTOB 3apyOEKHBIX CTPaH, CTAaHAAPTOB HAYYHO
TEXHUYECKUX, MHKEHEPHBIX OOLIECTB U IpyTrux obmecTBeHHbIX 00beannenuit, CTII apyrux
OpraHu3alyii, a TaKXkKe Ha CO3/1aBaeMble Ha JAHHOM IMPEANPUATHH MPOIYKIIUIO, YCIYTH U
IIPOM3BOICTBEHHBIE TIPOIIECCHI (paboThI);

0) peructpauu GopM I0KyMEHTOB, YIOPAI0UYEHUS HHOPMAIIMOHHBIX TOTOKOB B HAPOJHOM
XO03SICTBE, COKpAILlEHs] KOJIMYECTBA MPUMEHsAEMBIX (OpM, PallMOHATLHOM OpraHu3alui KOHTPOJIS 32
MpUMEHEHHEM YHU(PUIIUPOBAHHBIX (POPM TIOKYMEHTOB;

B) HET BEPHOI'O OTBETA.

10. Hayuonanvnvie cmarnoapmol u Odbuepoccutickue KiacCu@ukamopsvl mexHuKo-3K0HOMUYECKOU U
CcoyuUanbHOU UHGopMayuu, 8 mom yucie NPpasula ux pazpadomku U NpUMeHeHUs, NPpeocmagisaiom coootu

a) MCKHAIUOHAJIBHYIO CUCTEMY CTaHAApTU3AlIUU;
6) HallMOHAJIBHYIO CUCTCMY CTaHAAPTU3ALNH,
B) CUCTCMY CTaHAapTU3allUU.

Tema: «Ob6ugue nopmol u npaguna ogpopmienus 0OKyMeHm06»
1.I'ocm 9327-60* ycmanagnusaem mpu psioa nompeoumenbCckux oopmamoas:
a) A2, A3,A4;
0) A, B, C;
B) D,F,A.
2. Hcxoouwvim hopmamos aensemcs:



a) (opmar A0, TIomaas KOToporo paBHa 1 M? ¢ rabaputHbIMU pasMepamu 842X1189 M. ;

6) dopmar A0, mIomaas KOTOporo papHa 2M? ¢ rabapuTHeIME pasmepamu 842X1189 mm.;

B) dopmar A4, miomaas KOToporo pasHa 1,5M% ¢ rabaputaeiMu pazmepamu 842X1189 mm.

3. Kaowcowtii iucm 0okymenma, oghopmienHulll Kak Ha oaanke, max u 6e3 nezo, coenacho I OCT P 6.30
00JIJ#CEH UMemb NOJA He MHee. MM:

a) 10 — nmeBoe, 10-mipaBoe, 20 — BepxHee, 20 - HUKHEE;

0) 25— neBoe, 10-npaBoe, 20 — BepxHee, 20 - HIKHEE;

B) 20 — neBoe, 10-mpaBoe, 20 — Bepxuee, 20 - HIDKHEE.

4. IIpu cocmasnenuy MHO2OCMPAHUYHBIX OOKYMEHMO8 MOPAsL U NOCAEOYIOuUe CIMPAHUYDI ...

a) TOJDKHBI OBITH IPOHYMUPOBAHBL;

0) HymepoBKa HE 00s3aTeNbHa;

B) IPOHYMHUPOBBIBAECTCS BCE CTPAHMUIIBI, KPOME TUTYIIBHOTO JIUCTA.

5. Homep cmpanuysl Hanocumces Ha...

a) BEpXHEM IMOJIe JIUCTa TIOCEPEaNHE;

0) HWKHEM I10JIE JIMCTa IOCEPEANHE;

B) BEpPXHEM I HIDKHEM TIOJI€ JIUCTA B TIPABOM YTITY.

6. Cronvko cnoco608 Hanucanus 0am NPUMeHIIOmMcs?

a) aBa: MUGPOBOU U CIOBECHO-TIM(POBOIA;

0) Tpu: uU(pPOBOIA, ClIOBECHO-LU(POBON U aBTOMATU3UPOBAHHBIH;

B) JIBa: pyYHBIM CIIOCOOOM U MalTMHHBIM.

7. B 0okymeHmax 0onyckaromes COKpaujeHus:

a) TOJBKO OOIIEMPUHATHIC COKPAIEHHUS CIIOB;

0) oOulenpuHATHIE COKpAILlEHUs, a TAaKXKe COKpAIleHUs OTOBOPEHHbBIE HOPMAaTUBHBIMH JOKYMEHTaMU;
B) HET BEPHOTO OTBETA.

8. [lpu nanucanuu MHO2O3HAUHBIX YUCEL NPOUZBOOUNICI UX CPYNNUPOBKA CRPABA HANEBO NO ...
a) naBe mudpsl;

0) Tpu udpsI;

B) UE€THIpEe IIUDPHI.

9. Tabnuya — smo...

a) TepevYeHb KaKUX-JIHOO MOKa3aTeleH, COCTABICHHBIN B ONPEACICHHOM IOPSIIKE;

0) oduIUaTEHBIN JOKYMEHT, UCTIOIb3yEeMBbIH B TEKYILEH NESTEILHOCTH OpPraHU3alllu;

B) ¢opma JOKyMEHTa, B KOTOPOM TEKCTOBBIC MM U(POBBIC CBEJCHHUS pa3MEIICHBI MO Tpadam.
10. Kombunayuto uz 3Haxos mupe u Kagvluek (-<-) 0Jisi 3aMeHbl NOBMOPAIOWUXCS CTIO8 NPUMEHSM ...
a) JIOIyCKaeTcs;

0) He JoIyCKaeTCs;

B) JIOIIYCKAETCsl IPU 3aIllOJTHEHUN TaOJIHII.

Tema: «Opeanuszayuonno-pacnopaoumenbHas 00KyMeHmayus: nOHAmue, Kiaccupukayus, cocmae
u opopmnenue pekeusumos, 0J1aHKU OOKYMEHN 06»

1. Kaxk pacuugpposvisaemcs abopesuamypa OP?

a) OOnacTHOU pacmoOpsAUTENbHBIN AeTIaPTAMEHT;

06) OpraHuzaiMOHHO-PACTIOPSAIUTENbHBIE TOKYMEHTHI;

B) OpranuzalnMoHHO-PacTOPSAUTEIbHBIN AeTTapTaAMEHT.

2.0P]] knaccughuyupyromes na mpu epynnul.

a) OpraHU3alMOHHO-TIPAaBOBas JOKYMEHTAIIUS, paclopsAUTeIbHAs IPKyMEHTAIUs U HH(HOPMAIIMOHHO-
CIpaBOYHAs TOKYMEHTAIIHUS;

0) onepaTUBHO — MH(POPMAITUOHHAS JOKYMEHTAIIHSI, CIIPAaBOYHO-HH(POPMAIIMOHHAS JOKYMEHTALIUS,
pacrnopsaueTabHas JOKYMEHTaIUS;

B) HET BEPHOTO OTBETA.

3.06wepoccuiickuu knaccugpuxamop (OKYV]]) 6 uucno OP/], exntouaem 0OKyMeHmMbl NO TUYHOMY
cocmasy:

a) 3asBJICHUS, THYHBIC KAPTOUKU;



0) mpukassl (pacnopsuKEHUs ) O IpreMe Ha padoTy;

B) BCE OTBETHI BEPHBI.

4.Cocmae pexsuzumos OP/[ oenumcsana:

a) o0IIMe U CPEHHE ;

0) MOCTOSIHHBIC U IPEMEHHBIC,

B) pacnopsiiuTeNbHbIE U HH(POPMALIMOHHBIE.

5. bnank ookymenma - ...

a) 3auKCcUpOBaHHAS HA MAaTEPUATBHOM HOCHUTENE HHPOPMAIUS C PEKBU3UTAMU, ITO3BOJISIONINMH €€
UACHTU(UIHPOBATE;

0) oQUIMATBEHBIA JOKYMEHT, OTIIPABJISIEMbIH U3 YUPEKICHUS;

B) CTaHIAPTHBIN JIMCT OyMaru ¢ HAHECCHHBIMH Ha HEM TIOCTOSIHHBIMU PEKBU3UTAMHU, COACPKAIIUMU
HE00X0IMMYI0 HH(POpMAIMIO 00 OpraHu3aly — aBTope JT0KyMEHTa.

6. {nsa opeanusayuu, ee CmpyKmypHoix noopazoeneHuil, 00IHCHOCIMHO20 TUYd YCMAHOBIeHbl Cledyioujue
8UObI ONIAHKO8:

a) oOmuii, OJaHK Muchma, OJaHK KOHKPETHOTO BHJIA JJOKYMEHTA;

0) cTaHIapTHBIN, OTaHK TaOJIUIIBI, OJJAHK KOHKPETHOTO BUJIA JOKYMEHTA;

B) HET BEPHOT'O OTBETA.

7. OepanuyumenbHvle OMMemKU NpeodCmasisitom cooou.:

a) OTPE3KH MPSMOH JINHUH, YTOJIKH, KPECTHUKH;

0) OTpe3KH MPSMOI TUHUM, YTOJIKH;

B) HET BEPHOT'O OTBETA.

8. I'epbosvie baanku 00KymMeHmos, m.e. O1anKu ¢ socnoussedenuem I ocyoapcmeennoco eepoa P® u
eepbom cyovexkmoeg PD, aensemcs...

a) rpaduuecKOi MPOAYKIIUEH, MO JIeKAIIEH YIETY;

0) monurpaduuecKoi MpoaYKIIUEH, MO IeKAIIEH YUETY;

B) TOCYAapCTBEHHOM MPOAYKIIMEH, MO ISKAIICH YUETY.

9.Cocmasnenue 00KyMenma cKiaobl8aemcsi u3.:

a) TIOJTOTOBKH COOTBETCTBYIOIIETO OJIaHKa,

0) HaHeceHHs Ha OJaHK HEOOXOIUMBIX PEKBU3HUTOB;

B) BCE OTBETHI BEPHBI.

10. Ocrosuvie mpebosarust K wpugmam c00UMcs K momy, umoodowl OHu ObLIU:

a) cooterctBytomue [OCT P 6.30, 'OCT u npaBuiiaM cTaHIapTHU3AIINH

0) cootBerctBytomue ['OCT;

B) XOPOIIO YUTAEMBIMH.

Tema: « Azvik u cmuns cayyceonon ookymenmavyuu. Tunuunovie oumuoku)

1.B opuyuanvro-oenosom cmuie pedu 8bi0easiomcss NOOCMUIU.

a) 3aKOHOJIATeIIbHBIN, MHCTPYKTUBHO-METOIUNUYECKUH, OpraHU3allMOHHO-PACTIOPS U TEIIbHBIIH;

0) CTaTUCTHYCCKHH, TEXHHUCSCKHH, TUTNIOMATUICCKUI U JIP;

B) BCE OTBETHI BEPHHI.

2. [Ipu mOArOTOBKE TEKCTA CIIY’)KEOHOTO JIOKYMEHTA JIOJDKHBI COOIOIATHCS CIICAYIOIINE OCHOBHBIC
MPUHIIMIIBL: IOCTOBEPHOCTh M 0OBEKTUBHOCTD COIEPIKaHMs, TOJTHOTA HHPOPMAIIHHU, KPAaTKOCTh
M3JI0)KEHHSI, OTCYTCTBHE PACCYKCHUI U TIOBECTBOBAHMU I, HEUTPAILHOCTh TOHA U3JI0KEHHUS,
UCIIOJIb30BAHUE CPEACTB JIOTHYECKOH, a He SMOLIMOHAIILHO -DKCITPECCHUBHOM OLIEHKH CUTYaIlH U (PaKTOB.
Tako# CTUIIb U3JI0KEHUS HA3bIBAIOT

a) (hopMaNbHO-IOTMYECKUM

0) oduIMaIbHO-IETIOBBIM;

B) HET BEPHOTO OTBETA.

3.Cnocob popmanuzayuu cocmasa uHpopmayuu, cooeprHcauiericss 8 el — dmo...

a) pacropsuKeHNE;

0) KOMITO3UIIUS TIOKYMEHTA;

B) PEKBU3HT MOCTOSHHBIN.



4. Bvloop mo2o unu uHo20 A36IK08020 000POMA U3 YUCLA BOZMONCHBIX ONPEOeisemcs.

a) 3aKOHOJJATEIbHBIMA U HOPMATHBHBIMH aKTAMU;

0) JTOKAJIbHBIMH aKTaMH U YCTAaBOM OPTaHU3AIINH;

B) HET BEPHOT'O OTBETA.

5. Cocmasumenu 0enogoii OOKyMeHmayuu 3a4acmyro 0OnyCKaom maccy oumudbox. Ux moaicHo
noopazoenums Ha UObL:

a) CTPYKTYpHBIE, CHHTAaKCUYECKUE, IEKCHIECKUE, CTUIINCTHYECKUE, MOP(POJIOTHIECKUE, TEXHUIECKNE;
0) CTPYKTypHBIC, CHHTAKCUYICCKUE, CTHIIUCTHYSCKHE, MOP(OJIOTUYECKUE, TEXHUYICCKAE TEXHUICCKUH,
JTUTUIOMATHYECKUE;

B) CHHTAaKCHYECKHE, JCKCHYECKHE, TEXHHUECKHE.

6. BHO8b cO30aHmblll OOKYMEHM ...

a) He JJOJDKEH JyOInMpoBaTh Ipyroi, yHUGUIUPOBAHHBIN TOKYMEHT;

0) noJKeH 1yOonupoBaTh IpYroi, yHU(UIMPOBAaHHBIN JOKYMEHT;

B) JIOJDKEH JyOJMPOBATh IPYroi, YHU(PHUITUPOBAHHBIN TIOKYMEHT, 3aBEPEHHBIN TOIITUCHIO JOJKHOCTHOTO
TWTIA.

7. Hatioume owubku, césszanuvie ¢ HenpasuibHbIM HOPSOKOM CJLO8 8 NPeOdloNHCeHUU, 8blbepume
NPABUNILHO COCMABIIEHHOE NPEOTONCEHUE.

a) «/lns onpenenenus GoHIa OTUTATH B KOHIIE TO/Ia YTOYHSIOTCS PACIIEHKH 32 MPOTYKIIUION;

0) «lnst onpenenenust GoHIA OTUIATHI PACIIEHKH 32 TPOIYKIIUIO YTOUHSIOTCS B KOHIIE TOJIA;

B) HET BEpHOTO OTBETA.

8. Hatioume owubku Hapyuwienusi cneyuguxu ynompeoieHus 0eenpuiacmusix o6opomos. Bvibepume
NPABUNILHO COCMABTIEHHOE NPEOTONCEHUE.

a) «[Ipu u3ydeHnu mpoOIeM TOPOICKOTO TPAHCIIOPTA YUSHBIE TIOTYIHIIH HHTEPECHBIE PE3yIbTAThI»;
0) «3y4ast mpoOIEMBI TOPOJCKOTO TPAHCTIOPTA, YUYEHBIMHU OBLIIM TIOJTyYeHbI HHTEPECHBIC PE3YIIbTATHIY,
B) HET BEPHOTO OTBETA.

9. Haiioume nenpaguivbHoe ucnoiv3osanue npednoz2os. Bvibepume npasuibno cocmagnentoe
npeonodicenue.

a) «llex Hy)KIaeTcsi B peMOHTE, O IIPOU3BOJICTBE KOTOPOTO MBI HACTOSATEIILHO TPEOYyeM»;

0) «llex HyXmaeTcsi B peMOHTE, MPOU3BOJICTBA KOTOPOTO MBI HACTOSITEIIBHO TPEOyeM»;

B) BCE OTBETHI BEPHHI.

10.Yacmuunoe coenadenue 3nauerus c08, 00pa3ylOuWux ci080couemanue (Hanpumep, Namsimuslil
CYBEHUP (CY8EHUP-NOOAPOK HA NAMSAMb), HA3bIBACMCHL ...

a) TaBTOJIOTHEH;

0) IIe0OHA3MOMY;

B) MapOHUMOM.

Tema: «Buowl u opopmnenue opeanu3zayuoHHO-pacnopaoumenbHoil 0OKyMeHmayuu»

1. Opeanuszayuonno-npasogvie OOKyMeHmbl ONpeoesisiom:

a) YUETHYIO OJUTHUKY PEIIPUITHS, TOPSIOK PabOTHI;

0) cTaTyc NpeanpuaTus, NOpAa0K UX paboThI;

B) OPraHM3AIMOHHYIO U YIIPABICHUYECKYIO AESITETbHOCTD.

2. O0Ha U3 OCHOBHBIX YRPABIEHUECKUX (DYHKYUL, Pedalu3yemMblX 8 0esimelbHOCMU 0peAHU3AYU,
npeonpusimuil, upm - ...

a) pyHKuMsa GOpMUPOBAHUS CUCTEMBI U MTPOLIECCOB YIPABICHUS;

0) hbyHKIUS OpraHU3aIUi CUCTEMBI U TIPOIIECCOB YIPABICHUS;

B) (DYHKIIHMS CHCTEMAaTU3alluy CUCTEMBI U MPOIIECCOB YIIPABICHHUS.

3. Yemas — smo...

a) pUINYecKd 0(OPMIICHHBIN TIepeYeHb TOKYMEHTOB;

0) mMpaBOBO aKT, OMPENEISIIOIINA CTPYKTYPY, GYHKIIMK U TIpaBa OpraHu3aIuu, GUpMBI,

B) TPaBOBOM aKT, U3/IaBa€MbIil pyKOBOJUTENEM JJISl PEIICHUS OCHOBHBIX U OTIEPAaTUBHBIX 3a7ad,
CTOSIIIIUX TIepel OpraHu3aINei.



4. lllmamnoe pacnucanue — 3mo...

a) MPaBOBOM aKT, yCTAHABIMBAIOIIMI IITATHBINA COCTAB M YMCIECHHOCTh OPraHU3allui B COOTBETCTBUU C
ee YcraBoM (Ilonoxxenuem);

0) MpaBOBOM aKT, U37aBaCMbIii PYKOBOJIUTEIEM, YCTAHABIUBAIOIIUI I TATHBIA COCTAB U YHCICHHOCTh
OpraHu3aly B COOTBETCTBHUM ¢ e¢ YcraBoM ([lonoxeHnuem);

B) IOpUIMYECKU O(OPMIICHHBIN MTPABOBOM aKT, U3/IaBa€MbI PYKOBOJIUTEINIEM, YCTAaHABIUBAIOITUN
IITATHBIM COCTAB U YUCICHHOCTh OpPraHu3aluu B COOTBETCTBUU C ee YcraBoM ([lonoxxenuem).

5. [lImamnoe pacnucanue no02omasiugaemcs no YHUGuyuposanuou opme...

a) T-2;

0) T-3;

B) T-4.

6. Ilpasosoui akm, onpeodensrouuti NopsiOoK 00pa306aHus, NPasoeoli cmamyc, npasd, 0053aHHOCHU,
op2anuzayuio pabomoel OP2AHU3AYUU, CIMPYKIMYPHO20 NOOPA30eleHUsl — IMO...

a) CTaHaapT;

0) MOJIOKEHHE;

B) UHCTPYKIIHS.

7. Ilpasosoti akm, ycmanasauearowuil npaguia, pe2yaupyloujue op2aHu3ayuoHHble, Hay4yHOo-
mexHu4eckue, mexnoio2uieckue, YUHaHco8vle U uHble CMOpPOHbL 0esMeIbHOCIU YYUPeHCOeHU,
opeanu3ayutl, NPeOnPUAMUL, Ux NOOPA30eleHUl, CAYHCO U OMOETbHBIX OOIHCHOCHHBIX AUY — IMO...
a) UHCTPYKLUS;

0) MOJIOKEHHE;

B) perjaMeHT.

8. Jlonxcnocmuasn unempykyusi — smo...

a) HOPMAaTHUBHBIN TOKYMEHT, N3/1aBa€Mblil OpraHu3alueil B esx perjaMeHTalu e TeIbHOCTH
OpraHU3aI[MOHHO-TIPABOBOTO MOJI0KEHHS pabOTHHUKA, €T0 00sI3aHHOCTEH, paB, OTBETCTBEHHOCTH U
obecrieueHus ycJioBuii ero 3¢pGeKTUBHOM pabOTHI;

0) [IpaBoBOIi aKkT, yCTaHABIMBAIOIIHNKA MPaBHIIa, PETYIUPYIOIIUE OpraHUu3aIllMOHHBIC, HAYYHO-
TEXHUYECKUE, TEXHOJIOTUYECKUE, GUHAHCOBBIE U HHBIE CTOPOHBI ACITEIbHOCTH YUPEKACHUM,
OpraHu3aIuil, NpeaAnpUsITHH, UX MOApPa3IEICHNUN, CITY>KO U OTIAENbHBIX JOKHOCTHBIX JIUII;

B) MIPUHATHIN B YUPEKICHUM TMOPSIOK CO3/AaHUs, OPOPMIIEHUS U UCTIOJIHEHUS JOKYMEHTOB.

9. Ilpasosoti akm, npunumMaemvlili KOJIE2UATbHBIMU U COBCUYAMETbHBIMU OPCAHAMU VUPEHCOeHULL,
opeaHuzayuti, npeonpusmull 8 Yesax paspeueHus Hauboaee 8aiCHbIX 60NPOCO8 UX OeamelbHOCMU,
HA3b18AEMCAL...

a) peIICHUEM;

0) mpuKa3om;

B) MTOCTAHOBJICHUEM.

10. /lokymenm, codepaoicawuii 3anuco Xo0a 00CYHCOeHUs 60NPOCO8 U NPUHAMUSL peuleHUll Ha COOPAHUSIX,
3ace0anusx, cogewanusx, KOHQhepeHyusx, 0el08bix cmpedax — dmo...

a) yKazaHue;

0) MPOTOKOJ;

B) pacmopsbKeHue.

Tema: «/[okymenmayus no mpyooevim omHuouieHuAM»
1. B pe3ynemame npoxodicoenus npoyedypvl 0omoopa npuHamus na pabomy epajicoane nooaiom ...
a) pe3roMme;
0) mMCbMEHHOE 3asBJICHNUE;
B) aHKETY.
2. 3asasnenue o npueme Ha pabomy cocmagiaemcs ...
a) aBTOMaTHU3UPOBaHHBIM CIIOCOOOM;
0) py4HBIM CIIOCOOOM;
B) BCE OTBETHI BEPHBHI.
3. B 3asasnenue o npueme Ha pabomy yKaswvlearomcs ciedyroujue OaHHbvle:



a) agpecar, aBTop, MECTO MPOKUBAHUS, HAMMEHOBAaHUE BHUJIA IOKYMEHTA, TEKCT C YKa3aHHEM JOJKHOCTH;
0) ampecat, aBTOp, MECTO MIPO’KUBAHUS, HAMMEHOBaHHE BUJIa JOKYMEHTA, TEKCT C YKa3aHHEM
JOJKHOCTH, TTOJANUCH 3asiBUTEIIS, J]aTa COCTABIICHUS,

B) HET BEPHOI'O OTBETA.

4.Ocnosnoltl popmotl peanuzayuu npasa Ha mpyo AGNAEMcst 3aKIoUeHue. ..

a) I0rOBOpa;

0) TPyAOBOTO JOTOBOPA;

B) KOHTpPAKTA.

5. OcHosHble mpebosanus K CO0EpHCAHUIO 002080pa - ...

a) €ro COOTBETCTBHE CYIIECTBYIOIIEMY TPYIOBOMY 3aKOHOIATEIIHCTBY;

0) ero COOTBETCTBHE CYIIECTBYIOLIEMY TPYIOBOMY 3aKOHOIATEIBCTBY U JIOKAJIbHBIM aKTaM
OpraHu3aIuH;

B) ero cootBercTtBue TK PD.

6. Ilpuxas o npueme pabomuuxa Ha pabomy umeem YHUDUYUPOBAHHYIO hopmy - ...

a) T-1,

0) T-2;

B) T-3.

7. Jluunas xapmouxa s611emcs 0CHOBHbIM Y4emHbIM OOKYMEeHMOM padOmHUKA U umeem
VHUDUYUPOBAHHYIO hopMmy - ...

a) T-1,

0) T-2;

B) T-3.

8. Xapakmepucmuxa — smo...

a) o(uIMaNbHBIN JOKYMEHT, KOTOPBIN BbIAAET aAMUHUCTPALIMS IPEANIPUATHS CBOEMY COTPYIHUKY MPHU
PELICHNUH LEJOTo psijia BOIPOCOB;

0) ounmanbHBIC aHKETHBIC JAaHHBIC,

B) OIICHKAa MOPAJIbHBIX U JIEJIOBBIX KaueCTB.

9./[okymeHm, KOMOopblil A8MOp COCMAsisAem camoCmoamenrbHo — MO ...

a) aBTobuorpadus;

0) pesrome;

B) aHKETAa.

10.0cHo8bIHM OOKYMEHMOM, HOOMBEPAHCOAIOUWUM MPYOO0BYI0 0eSIMENbHOCIb U MPYO08OL CIANC
pabomHuKa, Ha3vl8aemcs ...

a) TpyJOBasi KHUXKKA;

0) TUYHas KapTOYKa;

B) TPYZIOBOI1 IOTOBOP.

Tema: «byxrajarepckas 1 pUHAHCOBO-pacyeTHAsA JOKYMEHTALM D)
1.OcHosHbIMU 3a0auamu, cmoawuMy nepeo OYXearmepcKoll Cayicool 100U OpeaHu3ayul, sA81AI0mca.
a) popMupoBaHHE MOTHON U TOCTOBEPHON MHGOpMAIINH;
0) obecriedeHre KOHTPOJISI U CBOEBPEMEHHOE MPEIYPEKICHIE HETaTUBHBIX SIBJICHU B (PUHAHCOBO-
XO3SIUCTBEHHOU JIESITENNbHOCTH;
B) BCE OTBETHI BEPHBI.
2.0cHogaHuem 07151 OmpaxtceHus UHGHOpMayuu 0 cCOBEPULEHHBIX XO3ALUCTNEEHHBIX ONEPAYUSIX 8 PeSUCTNPAX
byxeanmepcko2eo yuema sAGsA0mcs. ..
a) MepBUYHbBIE JOKYMEHTHI;
0) aBaHCOBBIC OTYECTHI;
B) yCTaB OpraHU3aI1y.
3. Ilpu cocmasneHuu OOKyMeHmos ...
a) IOTYCKAITCs MOMapKH;
0) He OIyCKalOTCs TOMapPKH;



B) JIOTYCKAIOTCS MOMApKH, 32 UCKIIOUEHNEM OaHKOBCKHX JIOKYMEHTOB.

4. Jlokymenmul, cocmasnennvle ¢ HapyueHuem YCmaHo81eHHbIX NPAGUIL...

a) He IPUHUMAIOTCA K YUETY;

0) HE UMCIOT FOPUIUICCKON CHUITBI;

B) OTHPABIISAIOTCS Ha TOPaOOTKY.

5. Jloxymenmul, npednaznauenHvie 0l OOpMAeHUS ONEPAYULi C HATUYHBIMU U OE3HATUYHBIMU
OEHEeNCHLIMU CPeOCmEaMU OP2AHU3AYUU, HA3bIBAIOMCAL...

a) JICHS)KHBIMU;

0) MaTepHaIbHBIMH,

B) pacyeTHBIMHU.

6. [Joxymenmol, ucnonvszyemvle 0Jisi 0opmieHUs 0OHOKPAMHOU XO3AUCMEEHHOU Onepayul,
HA3bI8AIOMCAL....

a) pa3oBbIE;

0) HaKOITUTEJIbHBIE;

B) €JJMHO Pa30BbIE.

7. Ilo ob6vemy cooepoicanus yuemHule pe2ucmpuvl OeIAMcs Ha ...

a) JIBE TPYIIIBI — CHHTETHYECKUE U aHATUTHYECKHE;

0) TpH IpyMIbl — CHHTETUYECKHE, aHATUTUYECKHUE U KOMOMHUPOBAHHBIE;

B) YETBIPE TPYIIIBI - CHHTETHUECKHIE, aHATUTHYECKIEe, KOMOWHUPOBAHHBIC U CBOJHEIE.
8.11o ¢popme epaghnenus pecucmpol bvisarom.

a) JTMHEWHBIE U IIaXMaTHEIE,

0) mpocThie U IEPEMEHHBIE;

B) TOPU3OHTAJIBHBIE U BEPTUKAIBHEIE.

9. Paznuuarom cneodyrowue cnocodwvl ucnpasienuss OuUOOK 8 YUemHbIX pecucmpax:

a) KOPPEKTYPHBIHN, «KKPACHOE CTOPHOY, JOTOJHUTENbHBIX 3aMUCEeH;
0)XpOHOJOTUYECKHUM, CHCTEMAaTUUECKHI 1 KOMOMHUPOBAHHBIN;

B) BCE OTBETHI BEPHHBI.

10. Pacnopsowcenue opeanuzayuu OAHKY 0 8bloaue ¢ e20 paciemHo2o cuema CyMmbl HATUYHbIX
OEHEICHBIX CPeoCms, YKA3aHHbIX 8 UeKe, Ha3bl8aAemcsl. ..

a) ICHS)KHBIN YCK;

0) pacyeTHBIN YEK;

B) KaCCOBBIM Ye€K.

Tema: «l0KyMeHTBbI 10 CHAOKEHUIO U COBITY»
1.Cocnawenue 08yx ulu HECKOILKUX UY 00 YCMAHOBIEHUU, USMEHEHUU UTU NPEKPAUEHUU 2PANCOAHCKUX
npae u 00A3aHHOCMEl, HA3bIBACMCSL. .
a) JIOrOBOp;
0) aKT mpuema rnepeaavu,
B) UHCTPYKITHSI.
2.Jlo2060p cuumaemcsi 3aK10UeHHbIM, KO20A MeHCOy CIOPOHAMU...
a) HET NMPETEH3UH;
0) JOCTHTHYTO COTJIAIIICHUE TI0 BCEM MyHKTaM;
B) HE CYIIECTBYET Pa3HOTJIACHH.
3./l npuobpemenusi mosapos cmopoHvl 6CMYNAIOM 8 OMHOUWEHUsL N0 NOCMABKE NPOOYKYUU
opeanuzayuerl — NOCMAGWUKOM OpeaHu3ayuu-nompeoumento. Imu OMmHOUEHUsL OPOPMASIOMCAL ...
a) IOTOBOPOM COBITa;
0) IOTOBOPOM TMOCTABKHU;
B) IOTOBOPOM KYILTU-TIPOIAXKH.
4.IIpomoxkon paznoenacuil K 002080py COCMABIAENICA 6 ...
a) OJHOM DK3EeMILISPE;
0) ABYX SK3EMILIApax;
B) TpeX IK3EMIUIIpax.



5./{osepenrnocms — omo...

a) TOKyMEHT, KOTOPBIN YITOJIHOMOYMBAET MPECTABIATH HMHTEPECHI JIUIA, BHIIABIIETO JOBEPEHHOCTb,
JUILY, €€ MOJTYYHUBIIEMY, ITePeI TPETbUMH JTHIIAMH;

0) TOKyMEHT, ONpEACISIOIINI CTaTyC OIb30BATENS;

B) IIPABOBOM aKT, KOTOPBIH YIIOJTHOMOYHMBACT MPEICTABIATh HHTEPECHI JIMIIA, BBIIABIIETO JOBEPCHHOCTD,
JUILY, €€ IMOJTYYIHUBIIEMY, ITePeI TPETHbUMH JTHIAMH ;

6. Pexguzumul oghpuyuaibHot 008epeHHOCHU.

a) Ha3BaHHE BHJIA JOKYMEHTA, ITOJITHOC HAMMEHOBAHUE OPTraHU3alliH, BBIJIABIICH JOBEPECHHOCTD, H €T0
ajzipec, HOMEp, J1aTa BbIJauu JOBEPEHHOCTH, CPOK ACUCTBUS, JOIHKHOCTh, DU O nuna, koTopomy
JOBEPSIETCS TIOJYYUTh [ICHHOCTH, JICHE)KHBIE CPE/ICTBA;

0) Ha3BaHWE BHJIA JIOKYMEHTA, TIOJIHOC HAMMEHOBAHHUE OpTaHU3AINH, BBIIABIICH JOBEPECHHOCTh, HOMED,
JaTa BBIAuM JOBEPEHHOCTH, TOJDKHOCTD, @O mmuiia, KOTopoMy J0BEpSETCS TIOTYIHTh [ICHHOCTH,
JICHEKHBIE CPEJICTBA;

B) HET BEPHOT'O OTBETA.

7. Hlokymenm, komopwim oghopmasaiom npuem u Omnpasky epy3a, nepemeuierue uiy OmnycKk
MamepuanbHulX YeHHOCmel, Ha3bl8aemcs. ..

a) HaKJIa/IHas;

0) cueT-dakrypa;

B) HapsiI.

8. Jloxymenm, codeparcawuii ceederus 0 pacnpeoeieHuu pabom mexncoy pabouumu-coerviyuxamu, 0o
yueme 8blpabOmMKU U pacyeme NPUYUMAIOWELCs 3apRaAAmbL ...

a) HaKJIa/IHas,;

0) cueT-dhakrypa;

B) HapsI.

9.Tpebosanue 0 000POBOILHOM YCMPAHEHUU HAPYULEHUSI 3AKOHO0AMeNbCmead — 3mo ...

a) TIpUKa3;

0) UCKOBOE 3asIBJICHHUE;

B) MPETEH3MUSL.

10. Tpebosanue k KOMnEeMeHMHOMY OpP2aHy O 3aujume HapYUeHHO20 NPAa OP2aAHU3AYULU ...

a) IPETCH3U;

0) UCKOBOE 3asIBJICHHUE;

B) COMPOBOUTENHLHOE MMHUCHMO.

Tema: «/[okymenmooodopom u ghopmut ezo opeanuzayuuy
1./[oxymenmoobopom — smo...
a) YCJIOBHOE 0003HAYEHHUE, IPUCBAEMOE TOKYMEHTY B MPOIIECCe YUeTa U UCIIOTHEHUS;
0) [BIWKEHUE JOKYMEHTOB B OpraHU3aI[Mi C MOMEHTA UX CO3JIaHUS WU TOJYyYSHHUS IO 3aBEPILICHUS
WCIIOJIHEHUS WIIA OTIIPABJICHUS apecary;
B) OTpacib JeATENIbHOCTH, 00ecreunBaromias JOKyMEHTUPOBAHUE U OPraHU3aIMI0 paOOTHI C
OopUIMATBHBIMA TOKYMEHTaMHU.
2. lleumpanuzosannas ¢hopma opeanusayuu pabomol ¢ 00OKyMeHMAaAMU NPUMEHAEMCA HA. ...
a) MPEeINPUATHIX C MaJbIM TOKYMEHTOOOOPOTOM;
0) IpeAnpHUATHIX C KPYITHBIM JOKYMEHTO000POTOM;
B) BCE OTBETHI BEPHBI.
3.Dopma pabomvl ¢ OOKyMenmamu, npu KOMopou 6ce Onepayuul 8bINOJIHAOMCS 8 CIPYKMYPHbIX
noopa3soenenus: Npeonpusmusl, Ha3vl8aemcs...
a) LEHTPAIN30BaHHOM;
0) JeleHTpaTn30BaHHOM;
B) HELIEHTPAIU30BaHHOH.
4. [lepeuenb 00KymMeHmo8, HeoOX00UMbIX OJis YAPABLEHYECKOU 0esimelbHOCMU KOHKPEeMHOU
op2anu3ayul, CoOepICaUll XapaKmepucmuky Kaxcoo2o 00OKyMeHma, e2o opuouiecKkozo cmamyca u
9Mano8 OOKyMeHmupo8aHus, Ha3bl8Aemcs. .



a) BEJIOMOCTb;

0) Tabenb GopM JOKYMEHTOB;

B) Ta0elb.

5. Kax nazvieaemcs popmvl 00KyMeHMO8, KII0UEHHble 8 MaOelb, U 3aKpensoujue pe3yibmamsl
npoeedenHolU YHUupuKayuu cocmasa u opm 00KYMeHmMo8 opeaHuzayuu?

a) BEIOMOCTb JJOKYMEHTOB;

0) abOoM (OpM TIOKYMEHTOB;

B) KHUTa y4eTa JJOKYMEHTOB.

6.1100 opeanuzayuorHoU, PUHAHCOBO-IKOHOMUYECKOU, HAYYHO-MEXHUUECKOU U UHOU UCNOIb3YeMOl 8
opeanuzayuu uHgopmayuu, obradarowelt pearbHol Ui NOMEeHYUAIbHOU YeHHOCbIO O CHOPOHHUX
JUY, 3QUHMEPECOBAHHBIX 8 ee NONYYUEeHUU, HO He UMEIOWUX 3AKOHHBIX OCHOBAHUIL 01 CB0DOOHO20
O3HAKOMIIEHUSL C Helo, NOHUMAEMCS...

a) KOMMepyecKasl TaliHa;

0) TOKaJTBHBIN aKT;

B) JIOTOBOP KYIUIU-TIPOJIAXKH.

7.Paboma no obecneueHuto cCOXpanHOCmMu KOHGUOCHYUATbHBIX OOKYMEHMO8, KaK NPABUL0, HA MAbIX
NPeOnpUsSMUAX OP2AHUZYEMCS...

a) cekpeTapeM-pedepeHToMm;

0) pyKOBOAMTEIIEM KaHIIEISPHH;

B) JIEJIOTIPOU3BOAUTETIEM.

8. Unoexc — smo...

a) yCJIOBHOE 0003HaUEHHE, IPUCBAEMOE JIOKYMEHTY B MPOIIECCE YUeTa U UCTIOTHEHUS;

0) mudpoBoe win OyKBeHHO-IIMGPOBOE 0003HAUCHHE JIe]a B HOMEHKIIAType A€l OpraHu3aIlny,
HaHOCHUMOE Ha €ro 00JIOKKY;

B) HET BEpPHOTO OTBETA.

9. I[Tucomennoe obpawerue noonexcum 00a3amenbHOU pecUCmpayuu 8 medeHuu. ..

a) HeJIeTu;

0) nus;

B) TpeX JTHEH.

10. Quxcayus pakma coz0anust unu nOCMynieHust OOKyMeHma nymem npocmasienus Ha Hem UHOeKca u
damul ¢ nociedyruell 3anucbio HeoOX0OUMbBIX C8e0eHULl 0 OOKYMEHMeE 8 PecUCMPAYUOHHBIX (opmax,
HA3b18AEMCA ...

a) HOMEHKJIATYpOH JIel;

0) KOHTPOJIEM UCTIOTHEHUS IOKYMEHTOB;

B) perucTpanueil Ciy>keOHbIX JOKYMEHTOB.

Tema: «Komnovromepuzayusa oenonpouseoocmea
1.B coomsemcmeuu ¢ Ha3HaueHuem 6ce mexHuyecKkue cpeocmaa MOICHO pazdoums Ha ciedyroujue
epynnul:
a) Cpe/CTBa JUIS COCTABIICHHUS JOKYMEHTOB; KOTIMPOBAJIbHAS M MHOKHUTENbHAS TEXHUKA; CPEICTBA
00paboTku nHMOPMAIUH;
0) cpeacTBa XpaHeHUs], IOMCKA U Tlepelaul JOKYMEHTOB;TEXHHUKA YIIPaBIEHYECKOH CBSI3H;
B) BCE OTBETHI BEPHBI.
2.0pemexnuxa — 2mo
a) TeXHUYECKUE CPEJICTBA, UCIIOJIb3yEMBIE B YIIPABJIEHUH U JAEJIONPOU3BO/ICTBE;
0) TeXHHUYECKHE CPEJCTBA, UCTIOJIb3yeMbIE B YIIPaBICHUU;
B) TEXHUUYECKHE CPEJCTBA, UCTIOIb3YEMbIE B I€TONPOU3BOJICTBE.
3. Texnuueckue cpedcmaa, ucnov3yemvie 0 COCMAasieHUs OOKYMEHMO8, KI1ACCUGuyupyom no ...
a) crocoOy co37aHus JOKyMEHTOB;
0) o cyOBeKTy;
B) MO OOBEKTY.
4. PykonucHwvim cnocobom 3a4acmyro Habpaculeaiom ...



a) MepBbIif BapuaHT OyayLIEero JOKyMEHTa;

0) 3asiBJICHUS, aBTOOMOTpaduH, PaCUCKH, HEKOTOPbIe (PMHAHCOBBIC JOKYMCHTHI

B) BCE OTBETHI BEPHBI.

5. PykonucHweim cnocobom 3anonnaiom mpagapemtvle 0OKYMeHMbl:

a) aHKETHI, IMYHBIC JIUCTKHU 110 YUETy KaJpoB, Ta0eaH yuyera pabodero BpeMeHH U T.I1.

0) aHKeTbl, Tabenu yyera pabouero BpeMeHH, TPYIOBEIE IOTOBOPA, YEKH;

B) HET BEPHOI'O OTBETA.

6. JocmynHwiii U 9KOHOMUUHBLL CNOCOO CO30AHUS PA3IUYHO20 8UOA OOKYMEHMO8 MO ...

a) MULIYIIAsi MAIIUHKA;

0) I1K;

B) TUKTO(OHHAS TCXHUKA.

7. OcHOB0U CO8PEeMEHHOU Opeanu3ayuL payuoHaIbHOU U ONEPAMUBHOL pabomul O CO30AHUIO U
0bpabomke 02POMHO20 NOMOKA OOKYMEHMO8 8 OP2AHUIAYUAX CIMATU

a) I1K;

0) MuIIyIIMe MAalluHKY;

B) JUKTO(OHHAs TEXHUKA.

8. Haubonvweti nonynspuocmsio 8 Hacmosuee epems noavsyiomes I1IK ¢pupmur ...

a) IBM u DEC,;

6) Apple;

B) BCE OTBETHI BEPHBI.

9. Ha npakmuke ucnonn3yemcs MHOMCECMBO NPOSPAMM OJis peOaKmMupo8aHus mekcmos. Imu
npoOSPamMMbl HA3bIBAIOM ...

a) TEKCTOBBIMH PEIaKTOPaMH;

0) TEKCTOBBIMH MPOIECCOPAMH;

B) BCE OTBETHI BEPHHBI.

10.7100 menexommyHuKayusamu NOHUMArOm ...

a)CeTH KOMITbIOTEPOB, 00BEAMHEHHBIX JIMHUSMHU WIH KaHaJlaMU CBSI3H, OJ1arogaps KOTOPhIM
TEPPUTOPUATBHO yJaJIEHHbIE KOMIIBIOTEPHI MOI'YT OOMEHUBATHCS JAHHBIMU JIPYT C IPYrOM;
0) ceTH KOMIBIOTEPOB, HE 0OBETUHEHHBIX JIMHUSIMH WJIH KaHAJIAMH CBSI3H, O1arofapsi KOTOPbIM
TEPPUTOPUATHHO yJAIIEHHbIE KOMIIBIOTEPHI MOI'YT OOMEHUBATHCS JAHHBIMH JIPYT C IPYTOM;
B) HET BEPHOT'O OTBETA.

OTBeTHI K TECTAM

Tema: McxonHble MOHATHS 1EIONPOU3BOJICTBA

l.B

2.0

3.6

4.8

5.B

6.6

7.6

8.a

9.a

10.6

Tema: OOmIue HOpMbI U TIpaBUIIa 0POPMIIEHUS JTOKYMEHTOB

1.6

2.a

3.B

4.a

S.a

6.a

7.6

8.6



9.B

10.6

Tema: Opranu3anOHHO-pACTIOPAIUTEIbHAS JOKYMEHTAIMS: TOHITHE, KJIacCCH(UKALIUsA, COCTaB U
odopmIIeHHE PEKBU3UTOB, OJIaHKH JOKYMEHTOB
1.6

2.a

3.B

4.6

5.B

6.a

7.a

8.6

9.B

10.B

Tema: SI3bIK U CTUIIB CITy’)K€OHOW JOKyMEHTAlM. TUITHYHbIE OITUOKH.
1.8

2.a

3.6

4.8

S5.a

6.a

7.6

8.a

9.B

10.6

Tema: Buapl u oopMiteHrne opraHu3aMOHHO -PaCIOPAIUTEILHON TOKYMEHTAITUN
1.0

2.a

3.6

4.a

5.6

6.6

7.a

8.a

9.a

10.6

Tewma: JfokymMeHTalMs N0 TPYAOBBIM OTHOLIEHUSM
1.6

2.0

3.6

4.0

S.a

6.a

7.6

8.a

9.a

10.a

Tema: bByxrantepckas u (prHaHCOBO-pacdeTHast JOKYMEHTAILIUS
1.B
2.a
3.0



4.6
S.a
6.a
7.6
8.a
9.a
10.a
Tema: JIokyMeHTBI 110 CHAOXEHUIO U COBITY
la
2.6
3.6
4.8
S.a
6.a
7.a
8.B
9.B
10.6
Tema: JlokyMeHTOOOOPOT U (POPMBI €r0 OpraHu3aluu
1.0
2.0
3.6
4.0
5.6
6.a
7.a
8.a
9.B
10.B
Tema: Komnbrorepuszanus 1ea0npon3BoACTBa
l.B
2.a
3.a
4.8
S.a
6.a
7.a
8.B
9.B
10.a
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